
Student Guide to Submitting Writing at 
Writingthecity.com 

 
1. Go to the following URL in Internet Explorer:  

http://write.teachingmatters.org/YOURSHORTCUT 
 
 

2. Once there, you will be asked for a 
class name and password: 

a. Class Name is 
__________________ 

b. Class password is 
_______________ 

3. After doing that you will be logged in as a member of the 
class. 

 
To Submit your Finished Writing 

 
4. Once at the site, click on “Submit An 

Article.” 
 
 
 
 
 
5. Your next screen asks you for the title of your writing: 
 
 
6. Enter the title here: 

 
 
 

7. In the section marked “First 
Name,” put your student 
number as given to you by 
your teacher.  

 
 
 
 



8. Choose the type of writing your teacher 
has asked you to submit from the list of 
choices in the dropdown menu. 

 
 
 
 
 
 
 
 

9. The “Body” section is where you will add 
your writing.  DO NOT RE-TYPE your 
entire story or article here.  COPY and PASTE from Microsoft Word, 
WordPerfect, or any other word processing program into this box.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
10.  When you are satisfied with how it looks, click “submit” and you are 
done. 

 

If you are 
using Word, 
you can use 
this button to 
paste directly 
from Word. Remember not to 

include your name in 
the article you are 
submitting. 

You can preview your 
article to see what it 
will look like on the 
page before you 
submit it. 



 
 
 
 
 
 
 
 


